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Library and Digital Resources Manager
	
	
	



Job Description

Main Purpose
To develop and manage BST’s physical and electronic library resources to support the learning and research needs of students and the BST alumni community.


Duties and responsibilities
· In partnership with the Head of Education, develop a 5-year strategy for the library and digital resources and lead the implementation plan.
· Develop the library to become an crucial resource to students and maintain the library through physical and digital acquisitions, cataloguing, indexing, culling, shelving etc.
· Respond effectively to the research and needs of all library users.
· Responsible for effective library policy development. 
· Deliver induction seminars and ensure there are resources available for students for accessing and using the tools and resources available.
· Attend academic committee meetings. 
· Deliver timely communications on the library and digital resources to key stakeholders.
· Provide a physical accessible presence in the library for its users.
· On an ongoing basis identify the most relevant resources relevant to Theological studies and enable access for our users.
· Manage and monitor the library budget and produce financial reports when required.
· Participate in appropriate professional organisations, networking events and training activities.

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the school business manager will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Principal. 

[bookmark: Person_Specification]Person Specification


Essential:

· Fluency in English.
· Commitment to the vision, mission and values of BST as a Christian theological and academic institution.
· Multi-cultural sensitivity and understanding and ability to work and communicate effectively with a multicultural student body, alumni and faculty.
· Ability to effectively communicate orally and online.
· Detail-oriented, collegial team contributor, with good communication skills.
· Flexible with the ability to manage simultaneous projects.
· Ease of collaboration is essential. 
· Ability to develop strategic plans for the library and collections development and write appropriate policies.

Desirable:

· Minimum of two years' experience in an academic institution in library services OR a Master of Library Science (MLS) or equivalent.
· Proficiency with cataloging software and standards and formats.
· Proficiency in the use of digital research tools, including on-line digital research databases.
· Up to date knowledge of current digital resource trends and development and negotiation and decision-making skills on digital resource subscriptions.
· Able to give digital and information literacy support and training to users e.g. reference management system support and finding resources.
· Awareness of copyright and understanding license contracts, terms and conditions e.g. institutional subscriptions.
· Ability to handle volunteer recruitment, training and support.


Cultural Commitment:

Belfast School of Theology is a Christian institution and as such, all staff must be willing to embrace the overall purpose, ethos, and values of the school in a context where Christian prayer and other expressions of faith are central to the school’s workplace culture and practice. You can read more about this in our Ethos Statement. A copy of the statement will be provided to candidates who accept an invitation to an interview.


Other requirements:
Successful applicants will need to pass the following checks before starting work:
· Right to work in the UK.
· Reference checks.
· Proof of stated qualifications.

The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder. It will be subject to regular review and  BST reserves the right to amend or add to the accountabilities listed.
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[bookmark: Main_Terms_&_Conditions]Main Terms & Conditions

Reports to: Head of Education

Contract Type: Permanent

Working Hours & Pattern:
16 hours per week with the ability to work additional hours as required. The typical working pattern will be agreed with the line manager to include occasional evenings and weekends as required.
Location: Stranmillis University College. 

[bookmark: Pension_Arrangements:_BST_operates_a_Pen]Salary: £26,871.25 calculated pro rata per annum. 

Pension Arrangements: BST operates a Pension Scheme that meets the requirements of automatic enrolment and which you will be enrolled into if you are eligible.
[image: ]

6

[bookmark: Guidance_For_Applicants]Guidance For Applicants
Applicants should complete the online application pack and return it to the HR Manager (jthorpe@bst.ac.uk) by digitally signing and clicking "Submit". The form includes:

a. Application for Employment.
b. Declaration of Suitability.
c. Monitoring Questionnaire.


Closing date for receipt of applications:

Candidates are encouraged to submit their applications as soon as possible as these will be assessed upon receipt and interviews will take place on a rolling basis. 


Click To Apply Online Now Or visit www.bst.ac.uk/applyonline
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